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OFFICE OF PERSONNEL MEMORANDUM Qs 20-370-0 g

SUBJECT ¢ Fitness Repo.t

25X1

REFERENCES$

OPM 20-370-l, Fitnese Report, dated 11 Octobeyr 195L

RESCISSION:

1. The responsibilities of the Uiiice oi Personnej. in conngdtion
with the Fitness Report are essigned as fsllowse

a., Policy and Program Uevelopment. The P
Analyeis StalT i{s responsible for the formulation
recommendations and program development., This 7
continuing analysis of the over-all efiectivepess of the program,
es well as the preparation of sppropriate r tory and pro-

b Administration of Reportin

e
(1) The Processing ang/Records

regponsible for notifyi perating cials of the due

s date of initial and annpal Fitness rts and for
= following up to ensurg completifn(oX these Repdrts. PRD
2 will tab the Servic,e” Record Capd) ‘SF-7, for ea¢h to
=z 7 - . indicate the due date of ¢ koxt Report. PRD will also
SN monitor personnel actjons vesting reassignments and
1% 5 = will be responsible Fitness Reports in
p' ~3 % = cases of proposed riggg nts, in conformity with the
LANRCON oy refersnced Headquardys“Regulation, before further
= % processing the actione® The Transactions and Records
by Branch will document sction held up for receipt of the
p— S ;?j required Fitness Keport by indicating appropriate dates
- O e oo} and action taken to get the Repori.
k=2 E
[’1 8 - % (2) The Employje Services Jivision (}:.SD) is responsible
o Z for advising operating officials to submit Fitness Reports
o with separation actions.
R B
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oo Review end Analysis of Fitneas Eeporte. The Plegement
and DtilTsation Division 1s responsible for the review apd analysis
of Fitnees Reports. This includes responsibllity for cwpsultation
with appropriate supervisory officials regarding Fitness Bepoarts
and persomnel astions having n relationship to the contert of sush
repartsc

d. Administrative Officer, The Uhter, Frooessing and Records
Division, 1s responsible for the adminisiratiion of the Fitness
Report program within the Office of Persomnel and will apsume the
duties of Madministrative offiser® as required Ly paragreph Sa(l),
referenced headquarters Regulaiion. i

e, Persoonel Career Serviss fvard. The Administrative Officer;
paragraph 4 @bove, will transait the ofiice copy of the Jitneas
Report on each member of the Ofidce of Personnel to the jixecutive
Secretary of the Persommel Carser Siervice Board, The Expcutiye

Seoretary will meintain a fils of these reports and nake n availe
able to members of the Cereer Service Board snd other ofd clals of
the Office of Persomnsl, as regquirad. e

Py

£, Supervisors. Jhe responsibiiivlies of ervisons in oon-
noction ¥IEh The tness Report program are détailed iu geferenced
Headquarters Regulation anc Notice., Each-Superviser in ‘bize Office
of Personnel is responsible iLor ths praipi subsmission of Fitness
Reports, as required. ‘ yd

2, PROCEDURES IN THE ADMINISTRATION OF YHE FLTNESS REFGRT

4o in mccovdance wiLl celerensed Hesdquariers Notige, the
Processing and Records Divis:icn (PHD) widl contime curgsai pro-
cedures concerning taé Persomnei Fvaiustion Report until the
effestive dates for begimmiag the Fitness Heport Frogrego

ho Beginming 15 Cctober or earliier, FRD will prepats iiste of
angloyees for whom Fitness hoports wilil ve due the foligwing month.
#ach such list will contain the nsmes, orgenizations ang dus dates
of repoxds of such employees within an operating campongnt as iadi-
cated”in referemec. Notice. 'he liste will ve transmitfed to the
appfooriate Administrative or rersonnel. Ufticers in the; operating
anponents, in triplicate, so &s to veschr them on or bejore the 15tk

“dey of each momth. Vencil mo%ation will be made in Itep Moo 15 of

the Service hacord Card to ixlisste the date action was: initlated
and thn due date of the Hepori.

s, (m or before the ibta cay ol whe mopeh fallowing the momth
in siich the due date of the reporv rails, riD wili prepare & foi-
iow~up List of Fliness Reports which hive not been recejved in the
Offics of Personnel for trangaitisd $o the sppropriate pdministra-
sive or Personnel Officer in the operasing compouent. ke Chief,

Hew R
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